SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 03/17/15 CLCSI NG DATE: 03/26/15 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N SPEC | | SCDC POSI TI ON #: 015044

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 01 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  TRENTON CORRECTI ONAL | NSTI TUTI ON, TRENTON ( EDGEFI ELD) LEVEL 2

STATE JOB TI TLE: ADM N SPECI ALI ST || STATE JOB CLASS: AA50
BAND: 03 SALARY RANGE  $ 021484 - $ 039754 SPECI AL | NCENTI VE: NO
LEVEL: C SALARY RANGE $ 023237 - $ 036774 SCEIS POSITION #: 61018790

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA. RELATED CLERI CAL EXPERI ENCE MAY
BE SUBSTI TUTED FOR A HI GH SCHOOL DI PLOVA.

AGENCY PREFERRED QUALI FI CATI ONS:

TWO (2) YEARS OF CLERI CAL EXPERI ENCE; OR A DEGREE MAY BE SUBSTI TUTED
FOR THE WORK EXPERI ENCE. MAY BE REQUI RED TO HAVE EXPERI ENCE | N USE
OF CRT AND/ OR PERSONAL COMPUTER.

DESCRI PTI ON OF DUTI ES:

I NPUTS AND MONI TORS | NVATE DI SCI PLI NARY SYSTEM ( CRT) TO ENSURE TI MELY
PROCESSI NG OF ALL | NVATE DI SCI PLI NES. PREPARES AND SERVES VARI QUS

DI SCI PLI NARY OFFENSE REPORTS, AND OPERATES WORD PROCESSOR, ETC.
SCHEDULES MAJOR AND M NOR DI SCI PLI NARY HEARI NGS AND COORDI NATES W TH
STAFF AND COUNSEL SUBSTI TUTES. RECORDS DI SCI PLI NARY HEARI NGS, ENTERS
DI SPCSI TI ONS (CRT) AND MAKES APPROPRI ATE DI STRI BUTI ON OF CASE
DOCUMENTATI ON.  ENSURES SANI TATI ON STANDARDS | N WORK AREAS ARE

MAI NTAI NED. PERFORVMS OTHER RELATED GENERAL OFFI CE MANAGEMENT DUTI ES.
COMVENTS:

MUST ATTEND SCDC BASI C TRAI NI NG
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